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.\:E‘\F PREFACE

The United States Army War College presents COMMUNICATIVE
SKILLS: A SELECTED BIBLIOGRAPHY as an invitation for you to
enjoy the wealth of materials readily available in our library
that will help you improve your communicative skills. It
includes references for books and periodical articles, not about
communication in general, but for readings that will specifically
aid you in learning to effectively express your ideas.

The bibliography is subdivided into nine communicative
skills so that you can concentrate on the area you would most
like to strengthen. . However, we urge you to take full advantage
of the entire bibliography since many of the readings will be
valuable in developing more than one skill. .- L

v

For your convenience, we have added AWC library call num-
bers at the end of each book entry (keep in mind that call
numbers will vary from library to library).

For additional information, please contact the Reference
Section, US Army War College Library, at AV 242-3660/Commercial

(717) 245-3660.
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COMMUNICATING PERSON-TO-PERSON

Bauby, Cathrina. OK, LET'S TALK ABOUT IT: DYNAMICS OF DIALOGUE.
New York: Van Nostrand Reinhold, 1972. (HF5549.5 C6B38)

Bauby, Cathrina. UNDERSTANDING EACH OTHER: IMPROVING COMMUNI-
CATION THROUGH EFFECTIVE DIALOGUE. San Francisco:
International Society for General Semantics, 1976. (HF5549.5
C6B381)

Beck, Charles E. "The Open-Door Policy: Communication Climate
and the Military Supervisor." AIR UNIVERSITY REVIEW, Vol. 36,
May-June 1985, pp. 45-51. (Periodical)

Braysich, Joseph. BODY LANGUAGE: A HANDBOOK. Delran, NJ:
Braysich, 1979. (BF637 C45B73)

Bruce, Stephen D. FACE TO FACE: EVERY MANAGER'S GUIDE TO BETTER
INTERVIEWING. Madison, CT: Bureau of Law & Business, 1984.
(HF5549.5 I 6B7)

Cohen, Herb. YOU CAN NEGOTIATE ANYTHING. New York: Bantam
Books, 1980. (BF637 N4C55 1982)

Cooper, Ken. NONVERBAL COMMUNICATION FOR BUSINESS SUCCESS. New
York: AMACOM, 1979. (HF5386 C66)

CRM/McGraw-Hill Films. COMMUNICATION: THE NONVERBAL AGENDA.
Videorecording. Del Mar: 1974. (VIDEO CASSETTE HD30.3 C6)

Dacunto, Lawrence J. "Personal Communication in the Modern
Army." MILITARY REVIEW, Vol. 51, December 1971, pp. 73-79.
(Periodical)

Grassell, Milt. "The Power of Questions." NATION'S BUSINESS,
Vol. 74, November 1986, pp. 56-58. (Periodical)

Jensen, John V. PERSPECTIVES ON ORAL COMMUNICATION. Boston:
Holbrook Press, 1970. (PN4121 J35)

Chap. 5: "Perspective on Listening."
Chap. 6: "Perspective on Nonverbal Intercultural Communi-
cation."

Jones, John E., and Mohr, Lawrence. THE JONES-MOHR LISTENING
TEST. Sound recording. LaJolla: University Associates, 1976.
(CASSETTE BF323 L5J64)

Lesly, Philip. HOW WE DISCOMMUNICATE. New York: AMACOM, 1979.

(HM132 L44)
Niehouse, Oliver L. "Listening: The Other Half of Effective
Communications." MANAGEMENT SOLUTIONS, Vol. 31, August 1986,

pp. 26-29. (Periodical)
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ovington, Richard J. "'You Can Learn to Listen'." ARMED FORCES
COMPTROLLER, Vol. 16, Summer 1971, pp. 30-34. (Periodical)

Rasberry, Robert W., and Lemoine, Laura F. EFFECTIVE MANAGERIAL
COMMUNICATION. Boston: Kent, 1986. (HD30.3 R37 1986)

Redding, W. Charles. THE CORPORATE MANAGER'S GUIDE TO BETTER
COMMUNICATION. Glenview: Scott, Foresman, 1984. (HD30.3 R43
1984)

St. John, Walter D. "Plain Speaking." PERSONNEL JOURNAL, Vol.
64, June 1985, pp. 82-90. (Periodical)

St. John, Walter D. "You Are What You Communicate." PERSONNEL
JOURNAL, Vol. 64, October 1985, pp. 40-43. (Periodical)

Sarnoff, Dorothy. SPEECH CAN CHANGE YOUR LIFE: TIPS ON SPEECH,
CONVERSATION AND SPEECHMAKING. New York: Dell, 1970. Part 2:
"Conversation." (PN4121 S277)

Singer Management Institute. MANAGING FOR PRODUCTIVITY: HOW TO
IMPROVE LISTENING SKILLS. Kit. Chicago: 1982. (KIT BF323
L5M36)

PUBLIC SPEAKING

Acker, David D. SKILL IN COMMUNICATION: A VITAL ELEMENT IN
EFFECTIVE MANAGEMENT. Fort Belvoir: Defense Systems Manage-
ment College, 1980. Chap. 3: "Effective Presentation of Plans
or Ideas." (HF5718.2 U5A3)

Asman, David, and Meyerson, Adam, eds. THE WALL STREET JOURNAL
ON MANAGEMENT: THE BEST OF THE MANAGER'S JOURNAL. Homewood:
Dow Jones-Irwin, 1985. Pp. 24-26: "Public Speaking," by Ralph
Proodian. (HD31 W33 1985)

Bartlett, John. FAMILIAR QUOTATIONS. 15th and 125th anniversary
ed., rev. and enl. Boston: Little, Brown, 1980. (REF PN6081
B27 1980)

Elsea, Janet G. "Strategies for Effective Presentations." PER-
SONNEL JOURNAL, Vol. 64, September 1985, pp. 31-33.
(Periodical)

Foley, Don. "Up against the Podium: What to Do before You
Write That Speech.” NATIONAL GUARDSMAN, Vol. 26, October 1972,
pp. 24-25. (Periodical)

Hannaford, Peter. "Why Off the Cuff Is Off the Mark." NATION'S
BUSINESS, Vol. 72, May 1984, pp. 28-29. (Periodical)
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Hastings, Max, ed. THE OXFORD BOOK OF MILITARY ANECDOTES. New
York: Oxford University Press, 1985. (REF PN6268 M48H37 1985)

Holtzman, Paul D. THE PSYCHOLOGY OF SPEAKERS' AUDIENCES. Glen-
view: Scott, Foresman, 1970. (BF323 LSH6)

"Humor in Uniform." READER'S DIGEST, regular feature. (Periodi-
cal)

Kelly, Charles M. "SMR Forum: Effective Communications--Beyond
the Glitter and Flash." SLOAN MANAGFMENT REVIEW, Vol. 26,
Spring 1985, pp. 69-74. (Periodical)

Lass, Abraham, and Lass, Betty. DICTIONARY OF PRONUNCIATION.
New York: Quadrangle/New York Times Book, 1976. (PE1137 L38)

Mambert, W.A. EFFECTIVE PRESENTATION. 2d ed. New York: Wiley,
i985. (PN4121 M319 1985)

Noory, Samuel. DICTIONARY OF PRONUNCIATION. 2d ed. New York:
Barnes, 1971. (PE1137 N6 1971)

Olewine, Laurence E. "Talik Talk: A Series of Ideas to Improve
Your Presentations." 13 pts. ARMED FORCES COMPTROLLER, Vol.
17, Fall 1972, pp. 14-15, 17; Vol. 18, Winter 1973, pp. 30-31;
Vol. 18, Spring 1973, pp. 8-9, 26-27; Vol. 18, Summer 1973, pp.
28-29; Vol. 18, Fall 1973, pp. 24-25, 38-39; Vol. 19, Winter
1974, pp. 20-21; Vol. 19, Spring 1974, pp. 18-19; Vol. 19, Sum-
mer 1974, pp. 16-17; Vol. 19, Fall 1974, pp. 14-15; Vol. 20,
Winter 1975, pp. 22-23; Vol. 20, April 1975, pp. 26-27; Vol.
20, October 1975, pp. 24-25; Vol. 21, January 1976, pp. 24-25.
(Periodical)

Oliver, Robert T., and Cortright, Rupert L. EFFECTIVE SPEECH.
5th ed. New York: Holt, Rinehart and Winston, 1970. (PN4121

0 532 1970)

Prochnow, Herbert V., and Prochnow, Herbert V., Jr., comps. THE
SUCCESSFUL TOASTMASTER: A TREASURE CHEST OF INTRODUCTIONS,

EPIGRAMS, HUMOR, AND QUOTATIONS. New York: Harper & Row,
1966. (REF PN4193 A3P711)

Prochnow, Herbert V., and Prochnow, Herbert V., Jr., comps. A
TREASURY OF HUMOROUS QUOTATIONS FOR SPEAKERS, WRITERS, AND HOME
REFERENCE. New York: Harper & Row, 1969. (REF PN6081 P71)

Rasberry, Robert W., and Lemoine, Laura F. EFFECTIVE MANAGERIAL
COMMUNICATION. Boston: Kent, 1986. (HD30.3 R37 1986)

Chap. 8: ‘"Presentational Speaking in Businass: A Four-Part
Process."
Appx. A: "Sample Speeches."
3
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Ross, Raymond S. SPEECH COMMUNICATION: FUNDAMENTALS AND PRAC-
TICE. 2d ed. Englewood Cliffs: Prentice-Hall, 1970. (PN4121
R58 1970)

&

Sarnoff, Dorothy. SPEECH CAN CHANGE YOUR LIFE: TIPS ON SPEECH,
CONVERSATION AND SPEECHMAKING. New York: Dell, 1970. Part 3:
"The Speech." (PN4121 S277)

Stevenson, Burton E. THE HOME BOOK OF QUOTATIONS. 10th ed. New
York: Dodd, Mead, 1967. (REF PN6081 S7 1967)

Streeter, Donald C. SPEECH COMMUNICATION HANDBOOK. 3d ed.
Englewood Cliffs: Prentice-Hall, 1972. Chap. 4: "The Essen-
tial Skills of Speech Making."™ (PN4121 S85 1972)

Time-Life Films. COMMUNICATING SUCCESSFULLY. Videorecording.
New York: 1973. (VIDEO CASSETTE PN4121 C6 + WB)

Towns, W. Stuart. "Oral Communication and the Military Officer."
MILITARY REVIEW, Vol. 53, August 1973, pp. 56-63. (Periodical)

Truby, J. David. "Up against the Podium: You Can Be a Better
Speaker." NATIONAL GUARDSMAN, Vol. 26, October 1972, pp. 26-
27. (Periodical)

US Air Force. PAMPHLET 13-2: Communicative Skills: The Tongue -

and Quill: Communicating to Manage in Tomorrow's Air Force. i?&
Washington: 2 January 1985. Pp. 77-104: "The Tongue." (Mil. N
Pubs.)

US Army Command and General Staff College. MILITARY BRIEFING.
Reference Book 20-6. Fort Leavenworth: August 1977. (U415
A41 RB 20-6 Aug 77)

Voss, Carl H. QUOTATIONS OF COURAGE AND VISION: A SOURCE BOOK
FOR SPEAKING, WRITING, AND MEDITATION. New York: Associated
Press, 1972. (REF PN6081 V6)

Wiegand, Richard. "It Doesn't Need to Be Dull to Be Good: How
to Improve Staff Presentations." BUSINESS HORIZONS, Vol. 28,
July-August 1985, pp. 35-41. (Periodical)

Zelko, Harold P. "You Speak, But Do You Communicate?" ARMY,
Vol. 24, February 1974, pp. 27-30. (Periodical)

Zelko, Harold P., and Zelko, Marjorie E. HOW TO MAKE SPEECHES
4 FOR ALL OCCASIONS. Garden City: Doubleday, 1971. (PN4121
A 242)
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&
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Armour, Richard. "How to Write Better." Series of articles.

L CHRISTIAN SCIENCE MONITOR, 1977. (Reprint File)

[} »

hsa Barzun, Jacgues. SIMPLE & DIRECT: A RHETORIC FOR WRITERS.

Mﬂ' New York: Harper & Row, 1975. (PE1408 B31)

o4l

'-'l.-

) Carr, Dwight W. "Ritazutawk." INFANTRY, Vol. 64, November-
KN December 1974, pp. 45-47. (Periodical)

o

:;g Conely, James. "A Little Thought Prevents Big Waste: Some

:x; ' Suggestions for Clear Writing." AIR UNIVERSITY REVIEW, Vol.
&4 24, May-June 1973, pp. 65-68. (Periodical)

8 Corbett, Edward P.J. THE LITTLE ENGLISH HANDBOOK: CHOICES AND
*;; CONVENTIONS. 3d ed. Glenview: Scott, Foresman, 1980.

Ty (PE1408 C592 1982)

; "-}

}i Corder, Jim W. CONTEMPORARY WRITING: PROCESS & PRACTICE. Glen-
& view: Scott, Foresman, 1979. (PE1408 C594)

4

*»3 Daiker, Donald A.; Kerek, Andrew; and Morenberg, Max. THE

ﬁ o WRITER'S OPTIONS: COMBINING TO COMPOSING. 2d ed. New York:
- Q&:, Harper & Row, 1982. (PE1408 D13 1982)

' Driskill, Linda P., and Simpson, Margaret. DECISIVE WRITING: AN
oW IMPROVEMENT PROGRAM. New York: Oxford University Press, 1978.
< (PE1408 D73)

LY

?¢¢ Einstein, Charles. HOW TO COMMUNICATE: THE MANNING, SELVAGE &
R LEE GUIDE TO CLEAR WRITING AND SPEECH. New York: McGraw-Hill,
2 1985. (PE1628 E35 1985)

=

::ﬁ Elbow, Peter. WRITING WITHOUT TEACHERS. New York: Oxford

'¢Q University Press, 1973. (PE1409.5 ES)

‘?ﬂr Hairston, Maxine. A CONTEMPORARY RHETORIC. 2d ed. Boston:

Houghton Mifflin, 1978. (PE1408 H35 1978)

Hall, Donald. WRITING WELL. 3d ed. Boston: Little, Brown,
1979. (PE1408 H312 1979)

Hodges, John C., and Whitten, Mary E. HARBRACE COLLEGE HANDBOOK.
8th ed. New York: Harcourt Brace Jovanovich, 1977. (PE1111

HS7 1977)
Hutton, Paul C., III. "Twenty Guidelines for Clear and Forceful
; Writing." UNITED STATES NAVAL INSTITUTE PROCEEDINGS, Vol. 98,
$ﬂ3 September 1972, p. 98. (Periodical)
q$f ’ John Wiley & Sons, Inc. A CONCISE GUIDE TO CLEAR WRITING. New
Ay York: 1975. (PE1408 C59)
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i Lanham, Richard A. REVISING PROSE. 2cd ed. New York:

a. Macmillan, 1987. (PE1421 L297 1987)
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\ Middleman, Louis I. IN SuORT: A CONCISE GUIDE TO GOOD WRITING.

New York: St. Martin's Press, 1981. (PE1408 M54)

M

e Perrin, Porter G. WRITER'S GUIDE AND INDEX TO ENGLISH. 5th ed.,
: rev. by Wilma R. Ebbitt. Glenview: Scott, Foresman, 1972.

K~ (PE1411 P4 1972)

Pinckert, Robert C. PINCKERT'S PRACTICAL GRAMMAR: A LIVELY,
UNINTIMIDATING GUIDE TO USAGE, PUNCTUATION, AND STYLE. Cincin-
nati: Writer's Digest Books, 1986. (PE1408 P534 1986)

Roberts, Philip D. PLAIN ENGLISH: A USER'S GUIDE. New York:
Penguin, 1987. (PE1460 R62 1987)

ROGET'S INTERNATIONAL THESAURUS. 4th ed., rev. by Robert L.
Chapman. New York: Crowell, 1977. (PE1591 R73 1977)

Strunk, William, Jr., and White, E.B. THE ELEMENTS OF STYLE. 3d
ed. New York: Macmillan, 1979. (PEl1421 S8 1979)

Tresidder, Argus J. "Tickets to Good Communication." 6 pts.
MARINE CORPS GAZETTE, Vol. 60, November 1976, pp. 56-58; Vol.
60, December 1976, pp. 49-53; Vol. 61, January 1977, pp. 43-46;
Vol. 61, February 1977, pp. 47-51; Vol. 61, March 1977, pp. 54-
60; Vol. 61, April 1977, pp. 35-41. (Periodical)

US Air Force. PAMPHLET 13-2: Communicative Skills: The Tongue
and Quill: Communicating to Manage in Tomorrow's Air Force.
Washington: 2 January 1985. Pp. 191-240: "The Mechanics of
Writing." (Mil. Pubs.)

Weaver, Robert G. "Working toward Simple English." MARINE CORPS
GAZETTE, Vol. 58, February 1974, pp. 56-57. (Periodical)

Williams, Joseph M. STYLE: TEN LESSONS IN CLARITY & GRACE.
Glenview: Scott, Foresman, 1981. (PE1421 W54)

Winterowd, W. Ross. THE CONTEMPORARY WRITER: A PRACTICAL
RHETORIC. 2d ed. New York: Harcourt Brace Jovanovich, 1981.
(PE1408 W62 1981)

Zinsser, William. ON WRITING WELL: AN INFORMAL GUIDE TO WRITING
NONFICTION. 3d ed., rev. & enl. New York: Harper & Row,
1985. (PE1429 25 1985)
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MILITARY AND BUSINESS WRITING

Asman, David, and Meyerson, Adam, eds. THE WALL STREET JOURNAL
ON MANAGEMENT: THE BEST OF THE MANAGER'S JOURNAL. Homewood:
Dow Jones-Irwin, 1985. Pp. 14-16: "Conversation: The Key to
Better Business Writing," by John L. DiGaetani. (HD31 W33
1985)

Bahnsen, John C., Jr., and Highlander, R. William. "Writing a

Readable OER." ARMOR, Vol. 85, July-August 1976, pp. 26-28.
(Periodical)

Bauman, Thomas C. "Technical Report ¥Writing." MILITARY
ENGINEER, Vol. 69, September-October 1977, pp. 322-323.
(Periodical)

Bernexr, R. Thomas. %"Good Writing: Clear, Concise, Interesting,
Logical~=-aAnd Hard Work." ARMED FORCES COMPTROLLER, Vol. 25,
November 1980, pp. 22-25. (Periodical)

Bost, Fred. '"Buzzword Cowards." INFANTRY, Vol. 76, March-April
1986, pp. 14-15. (Periodical)

Brill, Arthur P., and Powers, Gerald. "Write Like You Instruct."
MARINE CORPS GAZLTTE, Vol. 55, October 1971, pp. 53-54.
(Periodical)

Cammarota, Richard S. "Air Force Nonspeak." AIR UNIVERSITY
REVIEW, Vol. 37, September-October 1986, pp. 108-114.
(Periodical)

Chick, Bob. "Everything You Never Wanted to Know about Military
Writing." ARMY, Vol. 20, December 1970, pp. 25-27.
(Periodical)

Dumaine, Deborah. WRITE TO THE TOP: WRITING FOR CORPORATE
SUCCESS. New York: Random House, 1983. (HF5718 D84 1983)

Eckersley-Johnson, Anna L., ed. WEBSTER'S SECRETARIAL HANDBOOK.
2d ed. Springfield: Merriam-Webster, 1983. (HFS5547.5 W4
1983)

Emmons, Robert H., Jr. "An Effective Writing Formula for Unsure
Writers." AIR UNIVERSITY REVIEW, Vol. 26, September-October
1975, pp. 74-84. (Periodical)

Ewing, David W. WRITING FOR RESULTS IN BUSINESS, GOVERNMENT,
THE SCIENCES, THE PROFESSIONS. 2d ed. New York: Wiley, 1979.
(HF5721 E9)

Fliegel, Robert A. "Pentagonese, Be Gone!" UNITED STATES NAVAL
INSTITUTE PROCEEDINGS, Vol. 107, January 1981, pp. 35-39.
(Periodical)
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Funderburk, Raymond E. "Your Best Introduction Is a Good
Resume." ARMY, Vol. 20, June 1970, pp. 51-53. (Periodical)

Gray, Dwight E. SO YOU HAVE TO WRITE A TECHNICAL REPORT: ELE-
MENTS OF TECHNICAL REPORT WRITING. Washington: Information
Resources Press, 1970. (T1l G73)

Holcombe, Marya W., and Stein, Judith K. WRITING FOR DECISION
MAKERS: MEMOS AND REPORTS WITH A COMPETITIVE EDGE. Belmont,
CA: Lifetime Learning, 1981. (HF5719 H64)

Keenan, John. FEEL FREE TO WRITE: A GUIDE FOR BUSINESS AND
PROFESSIONAL PEOPLE. New York: Wiley, 1982. (HF5721 K4 1982)

Lanham, Richard A. REVISING BUSINESS PROSE. New York:
Scribner, 1981. (PE1421 L29)

McIntosh, William A. GUIDE TO EFFECTIVE MILITARY WRITING: A
HANDBOOK FOR GETTING THINGS WRITTEN QUICKLY, CORRECTLY, AND
EASILY. Harrisburg: Stackpole, 1986. (UB163 M36 1986)

Matthews, Lloyd J. "To Military Writers: A Word from the Editor
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